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FOREWORD

This manual was prepared to furnish a method by which accurate

accounting might be made of space and room use by regularly sched-

uled classes in institutions of higher learning. When the regis-

tration of students for classes makes use of data processing cards

and equipment, a utilization study as described in this manual can,

after it is initiated, be made almost automatically. The amount

of time needed to check the few items that need administrative

attention is minimal once the program has been established.

Dr. A, D. McCary, Institutional Research Analyst, has conducted

the space use program at the University of Mississippi, and the

manual incorporates the many solutions found to problems inherent

to most space utilization studies. Programming for the study on

which this manual was built was done by Mr. Tony Ross, Assistant

Director of the Computer Center, and Mr. Gary Smith, Student

Assistant. Mrs, Toni Rankin, Secretary, typed the manuscript,

It is hoped that a number of institutions of higher learning

will be successfully able to follow and adapt the plan presented

by this manual for the benefit of their institution.

John E. Phay, Director
Institutional Research
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INTRODUCTION

The need today for accurate accounting of room and space

utilization in institutions of higher learning is greater than

ever before. With unprecedented enrollments on campuses the

need for additional space comes at a time when building con-

struction costs and interest rates are high. The federal and

state governments are demanding evidence that existing buildings

on college and university campuses are being utilized at a

reasonable level before they are willing to allocate fu:.ds for

new buildings. When there is competition among institutions

for building funds from governmental or other sources, as usually

is the case, comparable statistics of building utilization

become of paramovnt importance,

This manual presents a method of securing instructional

space utilization data in institutions of higher learning that

may be used to compare one institution with another; one building

with another; or one department with another. Accounting is

made for every classroom and class laboratory designated for

scheduled class use, No room will be "lost" if the instructions

are followed. In addition, the classes which do not require the

regular use of a room and those for which arrangements are made

on an individual basis are accounted for by the procedures pre-

sented in this manual.

A major advantage of the procedure described herein is that

of being able to carry out a study each semester or term with a
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minimum expenditure of time and effort by the administrator of

the program. Assuming the use of student class cards in conjunction

with programmed electronic data processing equipment, the only

personal consideration of an administrator in carrying out each

successive study is that of updating the room inventory.

As in any book of procedures it is expected that whenever

necessary this manual will be revised as the need f r additional

utilization data develops. Additional sections may also be added

to account for utilization of all space in an institution of

higher learning rather than only that space assigned for use by

regularly scheduled classes.
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SECTION B

DEFINITION Ar EXPLANATION OF TERMS

The terms defined in the following section have been sequenced

in accordance with their relationship to one another rather than

in alphabetical order, As a convenience to the reader an alpha-

betical listing of the terms, with corresponding page numbers is

shown on the following page.

It should be noted that certain nomenclature and evaluation

techniques not peculiar to traditional utilization studies are

presented in this section,
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DEFINITIONS AND EXPLANATIONS OF TERMS

School Week Reported.

The term "school week reported," as used in this manual, means

the school week for which the utilization data are to be secured.

The "school week reported" should be the first full school week

following the last date scheduled for student registration.

Room Classifications.

Each room used for regularly scheduled group-instructional

purposes may be classified as to room type through the use of

information given in the Appendix of this manual under the section

entitled Room Codes, Classifications, and Descriptions. In this

manual three room categories are used which are as follows:

(1) classrooms, (2) class laboratories, and (3) "other rooms,"

which includes any room used for regularly scheduled group in-

struction not included in the category of classroom or class labora-

tory, In some of the tables presented later in this manual,

"other rooms" are itemized by type, where to do so is thought to

be meaningful.

Classroom.

A classroom is a facility used or intended for use by regularly

scheduled classes which do not require speciaL-purpose equipment for

student use.
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Included in the Classroom category are rooms generally referred

to lecture rooms, lecture-demonstration rooms, seminar rooms, and

gene-al purpose classrooms. A classroom may be equipped with tablet

arm chairs (fixed to the floor, joined together in groups, or flexible

in arrangement), tables and chairs (as iv a seminar room), o similar

types of seating.

Class Laboratory,

A class laboratory is a facility used or intended for use by

regularly scheduled classes which require special-purpose equipment

fo: student participation, experimentation, observation, or practice

in a field of study, A class laboratory is furnished with special-

ized equipment to serve the needs of a particular area of study.

The equipment in such a room normally precludes its use for other

areas of study.

Included in this category are rooms generally referred to as

teaching laboratories, instructional silue., tapig..n laboratories,

drafting rooms, language laboratories, (group) studios, and similar

specially equipped rooms IF they are primarily used for group instruc-

tion in regularly scheduled classes.

Usable and Unusable Classrooms and Class Laboratories.

Any room designed and/or equipped to serve as a classroom or

class laboratory should be considered "usable" unless its use (1) poses

a danger to the occupants (La. it is structurally unsafe; it is a

fire hazard; etc.); or (2) it is prohibited by ongoing or impending

construction changes. In any of these cases it should be designated

as "unusable."
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An appropriately equipped room which is primarily used as a

classroom or class laboratory should be identified as "usable" if it

is available for class use.

Unassigned Classrooms and Class Laboratories.

"Unassigned classrooms and class laboratories" is a term used to

identify all rooms of these two types which were not used for group

instruction by regularly scheduled classes during the "school week

reported." The term "unassigned" is not applicable to, nor is it

used in connection with, "other rooms" listed below.

Other Rooms.

See "Room Classifications" above.

Assigned Room.

"Assigned room" is a term used to designate a room which was

used for one or more regularly scheduled classes during the "school

week reported." Included are classrooms, class laboratories, and

"other rooms."*

Room Use.

In this manual the terms "room use," "room-periods per week,"

and "periods room used per week" are used to indicate the number of

hour-periods a room is used during one full week by regularly scheduled

*"Other rooms" are not considered for listing as "unassignee

which is the case for advance scheduling of regular rooms. However,

if they actually are used for group instruction in regularly scheduled

classes during the "school week reported," they are classified as

"assigned rooms."
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classes. For additional information see page 9, "Area Allocation."

Room Use Index.

The "Room Use Index" is the numerical value obtained from the

ratio of the actual number of "room-periods used per week" to an

objective or goal. "Room Use Indexes" are applicable to classrooms

and class laboratories and not to "other rooms."

Room use "goals" of 30 hours and 20 hours per week are sug-

gested, respectively, for classrooms and class laboratories.*

Attainment of these goals provides an index of 1.00 which represents

room utilization at what might seem to be a desired level.

"Room Use Indexes," by building and room type are also presented

in this manual for the average weekly use of the total "usable

classrooms and class laboratories" within each building. The "Room

Use Index," when applied in this manner, yields an evaluation of

average room usage per week, by room type, for the entire building.

A Room Use Index, based on the average use of all "usable"

rooms of a specific type, may be calculated and interpreted in the

same manner as indexes for individual rooms.

Area of a Room.

The "area of a room" is the number of square feet of function-

ally usable floor space, where "functionally usable floor space"

means the total area of a room as it would measure prior to the in-

stallation of furnishings and equipment. As used in this manual

ONO

*For ease in making comparisons between institutions, the same
goals should be used. However, when this is not done, it is possible
mathematically to translate any goal to another being used.



"area of a room" is applicable only to those rooms intended for use

by regularly scheduled classes.

Area Allocation.

When a classroom, class laboratory, gymnasium or any other room

intended for regularly scheduled group instructional use is used

exclusively by a single department, the room area is allocated to

that department. When such rooms are used during differing class

periods by two or more departments, proportional amounts of the room

area are allocated to each of the departments in accordance with the

following formula:

A= an

or

9

area of room x number of room periods used by departmentAllotment =
otal number room periods used during "school week reported"

In most instances the allocation formula may be applied without

special treatment of the data. However, an explanation of how "area

allocations" should be made under unusual conditions follows.

Area allocation: single room period--multiple course

credit in one department. An instructional department

may offer a class such as Art, (painting) 121, 221, 321,

etc., for which enrollees receive course credit under one

of two or more course numbers. The class schedule for

this appears to indicate that two or more distinct classes

are being held in the same room at the same time. Room
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usage for multiple course credit should, therefore, be

treated as if it related to a single class with "room-

periods of usage" and "area allocation" being given to

one class only. (For example see page 55.)

Area allocation: single room period,--multiple depart-

ment course credit. In some instances a course offered

by one department may be the same course, but of a dif-

ferent title and/or number, listed by another department/s

such as, Art (Art History) 416, and Classics (Classical

Civilization) 462. As a result, a study of the schedule

of classes will appear to indicate that two or more dis-

tinct classes are being held in the same room at the

same time. Room use under these circumstances should be

treated as if it related to a single class with "room-

periods of usage" and "area allocation" being given to

the department having the greater/est number of students

enrolled in such a class. (For example see page 56.)

Fixed Station.

The term "fixed station" means a desk, table, laboratory unit,

or any other like student unit which cannot be readily moved from

its current location.

Capacity of a Room.

The "capacity of a room" is the number of students that may be

accommodated according to the number of accommodations determined

by the use of the criteria and procedures given on the following page.
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Capacity--classrooms. Fifteen square feet per stu-

dent is used in this manual as a measure for estimating

the number of students that may be accommodated in a

classroom. The area per student accommodation may be

raised or lowered as deemed appropriate.* The capacity

of a classroom is calculated by the following formula:

C=
15

a

or

Capacity = area of the classroom

15

An actual count of fixed or movable seats within a class-

room may differ from the number of students who may be

accommodated as indicated by the application of the capa-

city formula above. The capacity formula, however, estab-

lished a reasonable expectation for the number of students

who may be accommodated in a giver classroom area and, as

such, serves as a criterion for judging the potential of

that area in terms of production of student contact hours.

Capacity--class laboratories. Due to differing area

requirements of laboratory units for various academic

departments no attempt is made to specify a single stan-

dard area per student accommodation for class laboratories.

*For ease in making comparisons between institutions, the same
standards should be used. However, where this is not done, it is
possible mathematically to translate any standard to another being
used.



The capacity of a class laboratory, therefore, should be

reported as equal to the actual number of existing fixed

stations or other student accommodations afforded by the

room.

Ca2sity.--"other rooms." In most instances the term

n
capacity" does not relate to "other rooms" in the same

manner as it applies to classrooms and class laboratories.

Among the rooms included in the "other rooms" category

are (1) offices, research laboratories, auditoria, etc.,

which were neither designed nor intended for use by

regularly scheduled classes and (2) indoor courts, playing

floors of gymnasia, etc., in which the number of accommo-

dations may vary in accordance with the nature of the

class activity. "Capacity" of "other rooms" should gen-

erally not be listed for such rooms and, if at all, it

should be limited to those rooms in which the number of

fixed stations represents a reasonable estimate of the

student capacity.

12

Student-Instructor Contact Hour.

The terms "student-instructor contact hour" and "student contact

hour" are used to indicate a period of approximately one hour during

which a student is in a specified area for the purpose of attending a

regularly scheduled class which is under the supervision of an in-

structor.
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Student Accommodation Use Index.

The Student Accommodation Use Index, which appears in the tables

found elsewhere in this manual as "Accommodation Use Index," is the

numerical value obtained from the ratio of the a/erage student-

instructor contact hours per week, per accommodation, to a reasonable

utilization objective or goal. Accommodation use goals presented in

this manual are: (a) 18 student-instructor contact hours per accommo-

dation, per week, for classrooms; and (b) 16 student-instructor contact

hours per accommodation, per week, for class laboratories.

Attainment of these goals provides an index of 1.00 which repre-

sents utilization at what might be considered to be a desired level.

A "Student Accommodation Use Index" of 1.00 for a classroom indicates

a level of utilization equivalent to that of a room in which the

number of student accommodations equals
area
15 , with each such

accommodation used 18 hours per week.

A "Student Accommodation Use Index" should also be calculated

for utilization of the total student accommodations of all "usable"

classrooms and all "usable" class laborories within each building

and for the total of all such rooms at the institution.

Master Room Schedule.

The "Master Room Schedule" is a directory of rooms with related room

data. Rooms to be included in the Master Room Schedule are as follows:

(1) All of the "usable" and "unusable* classrooms and

class laboratories

*Unusable classrooms and class laboratories should be identified

on the Master Room Schedule in accordance with instructions in:

STATEMENTS & CORRESPONDING CODES RELATING TO CONDITIONS UNDERLYING
DISUSE OF CLASSROOMS AND CLASS LABORATORIES, page 42.
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(2) All "other rooms" which were "assigned" during the school

week reported to group-instructional use for regularly

scheduled classes.

Information that should be shown for each room is as follows:

(a) name of the building in which the room is located

(b) room number

(c, room classification (See p. 50 of the Aprendix for defini-

tions and codes)

(d) capacity of room

--number of student accommodations*

--number of fixed stations*

(e) area of rooms.**

Master Course Schedule.

The "Master Course Schedule" is a list of all on-campus courses

and sections offered for residence credit during the "school week

reported," together with:

(1) the name of the department or subjecc field under which the

courses are listed in the catalog of the institution

(2) the course number

(3) course credit--semester or quarter hours

(4) brief descriptive course title

(5) enrollment

(6) beginning and ending time, and days of week of class meetings***

(7) location of class meeting (building and room number when room

use is required).***

*See "Capacity of a Room," p. 10.
**See "Area of a Room," p. 8.

***Many times, theses, dissertations, etc. are listed courses for
which credit is given, but they are no.": scheduled for meetings. Infor-
mation in (6) and (7) does not apply to these.
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SECTION C

DESCRIPTION OF STUDY COMPONENTS

The several components of a room utilization study are described

in the following pages, and examples of related tables are shown in

Section D of this manual. The order in which descriptions of the

components axe presented is the same as the order in which it is sug-

gested that they be prepared. However, the tables in Section D are

numbered and placed according to a suggested order for presentation

of the data.

1. THE MASTER ROOM SCHEDULE--Table H-1

Preparation of a Master Room Schedule should be preceded by

review of the following:

(1) Items to be included in the Master Room Schedule

(2) Room codes, classifications and descriptions (p. 50)

(3) Definition of usable and unusable classrooms and

class laboratories

(4) Statements and corresponding codes relating to the

conditions underlying disuse of classrooms and class

laboratories (p. 42).

A tentative Master Room Schedule should be prepared in advance of the

"school week reported." This should include the necessary room data

for the entire inventory of usable and unusable classrooms and class

laboratories, and for ali "other rooms" which are to be "assigned" for

group instruction in regularly scheduled classes. However, room data
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for the final copy of the Master Room Schedule reflect conditions that

existed for the "school week reported." For this reason a tentative

Master Room Schedule, or one that was used during a previous study,

should be carefully reviewed and revised as necessary in order that

data may be used to produce a meaningful utilization study. For a

sample copy of one page from a Master Room Schedule see Table H-1 on

page 46.

2. THE MASTER COURSE SCHEDULE--Table H-2

Data for the Master Course Schedule should be secured for the

"School Week Reported" which is the first full school week following

the last date scheduled for student registration. The preparation

of this component should be preceded by a review of the definitions

of "School Week Reported" and "Master Course Schedule." As stated

earlier, the Master Course Schedule includes data for all on-campus

courses, and all such courses are accounted for by the reporting

procedure described in the remainder of this section. For a sample

copy of one page from a Master Course Schedule see Table H-2 on page 47.

3. INDIVIDUAL REPORTS OF ROOM USE FOR GROUP INSTRUCTION--Tables E-1,

E-2, and E-3

A room utilization report should be prepared for each room that

was assigned "at the time of the study" to accommodate a regularly

scheduled group-instructional class. Through the use of data in

the Master Course Schedule and the Master Room Schedule, individual

reports of room utilization should be prepared as illustrated on
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pages 39, 40, and 61 by Tables E-1, E-2, and E-3. Utilization is re-

ported in terms of: (a) departmental course designation (or instruc-

tional field designation) with course number and corresponding class

enrollment--by hour and day of week; (b) utilization indexes*;

(c) utilization percentages based on 40 hour and 44 hour class weeks;

and (d) departmental area allocations** based on the number of hours

the facility was used by each department. Since this report may be

voluminous, it is suggested that it be bound under separate cover.

4. SUMMARY OF UTILIZATION DATA FOR TOTAL ASSIGNED ROOMS--BY TYPE OF

SPACE--Table B-1

Table B-1 (page 27) provides an abbreviated grand summary of the

11111

Individual Reports of Room Use by showing room type and number of rooms

used for group-instruction with (a) corresponding student-instructor

contact hours, and (b) room periods of use per week.

This table format should not be expanded to include such statistics

as weekly averages for accommodation use or room periods of use since

this table relates only to the "assigned," rather than to total "usable"

rooms of each type.

*Utilization indexes relate only to Student Accommodation Use

and room use for classrooms and class laboratories.

**Area assignwent may be omitted on utilization reports for rooms

which were not intended for use by regularly scheduled class (e.g.

offices, non-class laboratories, auditoria, etc.). The departmental

codes shown under the heading entitled STANDARD CODE should be com-

patible with those given in Higher Education Facilities Classification

and Inventory Procedures Manual, U. S. Office of Education, 1968.
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5. INVENTORY OF UNASSICNED CLASSROOMS AND CLASS LABORATORIES BY BUILDING

AND BY ROOM TYPE--Table F-1

(and)

SUMMARY OF ROOM DATA FOR USABLE CLASSROOMS AND USABLE CLASS LABORATORIES

WHICH WERE UNASSIGNED--Table F-2

By comparing the list of assigned classrooms and assigned class

laboratories with the total list of such rooms--as given in the Master

Room Schedule--an inventory and a summary of room data for the unassigned

rooms may be determined. (See Tables F-1 page 43, and F-2 page 44).

The conditions underlying disuse of these rooms should be established

and reported according to the information given in "Statements and

Corresponding Codes..." as shown on p. 42.

6. AREA AND STUDENT AJr""lLIVITIONS OF USABLE CLASSROOMS BY BUILDING--

Table B-2

(and)

AREA AND STUDENT ACCOI.VOPATIO1\.3 OF USABLE CLASS LABORATORIES BY

BUILDING--Table B-.:

The usable classrooms and class laboratories are classified and

reported as being (1) assigned or (2) unassigned depending respectively

upon whether they were, or were not, shown to be utilized by the Indivi-

dual Reports of Room Use. The reports showing room data for total usable

classrooms and class laboratories are illustrated respectively by Table B-2

(page 28) and Table B-5 (page 31). Totals for the number of usable

rooms (Col. 8) and the corresponding number of student accommodations

(Col. 9) are used in the calculation of utilization indexes which are

described in the following components.
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7. SUMMARY OF ROOM USE DATA FOR USABLE CLASSROOMS BY BUILDING--Table B-3

(and)

SUMMARY OF ROOM USE DATA FOR USABLE CLASS LABORATORIES BY BUILDING--

Table B-6

It should be noted that these components (Tables B-3 page 29, and

B-6 page 32) are based on room data for total usable classrooms (Col. 2,

Table B-3), and total usable class laboratories (Col. 2, Table B-6)

within each building.

The Index of Room Use and percentage room use (based on schoolweeks

of 40 and 44 hours) are also given in terms of: (a) the total usable

classrooms (Col. 2, Table B-3) and (b) the total usable class labora-

tories (Col. 2, Table B-6) within each building. A comprehensive over-

view of total student accommodation use and total room use at an insti-

tution is provided by the Indexes of Columns 9 and 10 which are based

on TOTALS of Columns 2 through 8.

8. NUMBER AND PERCENT OF USABLE CLASSROOMS OCCUPIED BY HOUR AND BY DAY--

Table B-4

(and)

NUMBER AND PERCENT OF USABLE CLASS LABORATORIES OCCUPIED BY HOUR AND

BY DAY --Table B-7

The data presented in these tables provide information of overall

patterns of class scheduling at an institution. (See Tables B-4 page 30,

and B-7 page 33). Some institutions may find it necessary to adjust

the beginning and ending time periods (Col. 1) to times compatible with

their class scheduling pattern. Moreover, in instances where the lengths
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of periods differ, such as one hour periods on Monday-Wednesday-

Friday and one and one-half hour periods on Tuesday-Thursday

(Saturday), separate tables should be made for each.

9. STUDY COMPONENTS FOR "OTHER ROOMS"--Tables B-8, B-9, and B-10

As defined earlier in the text, "other rooms" is a term used to

identify--with the exception of classrooms and class laboratories--all

additional rooms used for group instruction in regularly scheduled

classes.

The formats for "other rooms" (Tables B-8, page 34; B-9, page 35;

and B-10, page 36) differ somewhat from previous ones primarily because

the data for "other rooms" relate only to the rooms that were "assigned."

The data for these tables are, therefore, a summary of the data shown

for these rooms in the Individual Reports of Room Use. The nature of

content of the tables for "other rooms" is self-explanatory, but the

reader is reminded that the data relate only to such rooms of each type

that were "assigned" to group-instructional class use.

10. SUMMARY OF ROOM USE DATA FOR ALL ROOM TYPES--BY INSTRUCTIONAL DEPARTMENT--

Table C

The primary purpose of this component is to relate departmental

room area usage '.4nd/or room periods of usage to the production of stu-

dent-instructor contact hnurs. The allocation of areas of classrooms,

class laboratories, and gymnasia to one or more departments is based

on room-periods of use. As such, the procedure does not take into

account instances of prior official assignment of such space to a
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specific department. The data for Table C page 37, were drawn from

the "Individual Reports of Room Use."

110 NUMBER OF STUDENTS AND PERCENT OF TOTAL IN REGULARLY SCHEDULED CLASSES--

BY HOUR AND BY DAY--Table D

Information relating to total student accommodation demand by

hour and by day, and overall patterns of class scheduling of students

in regularly scheduled group-instructional classes is shown in Table D,

page 38. "Number of students" in the table refers to those students

enrolled in classes which require the regular use of a room, while

"total students" includes the total number of students enrolled on the

campus whether or not classrooms were required for all of the courses.

12. COURSES LISTED IN THE MASTER COURSE SCHEDULE BUT NOT LISTED IN THE

UTILIZATION TABLES--Table G

This table should iuclude a list of courses which were shown

in tbe Master Course Schedule but which were not accounted for in the

utilization tables. In most instances courses listed in this table

may be considered as belonging to one of the following four categories:

1, Individual research or study Rrojects, such as theses

or dissertations which usually do not require a regu-

lar group-room-time meeting schedule.

2. Private lessons, such as those offered by the Music

Department when the instructional and practice sessions

are arranged on an individual basis.
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3. Irregularly scheduled classes, such as those laboratory

sessions required of students enrolled in certain Speech

and Theatre classes.

A. Outdoor activity courses, such as military drill and

varsity sports which do not require regular use of room

areas.

The courses shown in this table and those listed in the Individual

Reports of Room Use for Group Instruction account for all on-campus

courses offered by the institution at the "time of the study." Suggested

format for the listing (Table G) is shown on page 45.

SUMMARY DIAGRAM

The diagram presented on the followiug page is presented as an

aid to visualizing relationships among the study components.
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SECTION D

SAMPLE COPIES OF TABLES

TABLE

B-1 SUMMARY OF UTILIZATION DATA FOR TOTAL ASSIGNED

0::ROOMS BY TYPE OF SPACE. 0 . 0 . 00020
B-2 AREA AND STUDENT ACCOMMODATIONS OF USABLE

CLASSROOMSBY BUILDING. . . . . . . .. ... 0000 28
B-3 SUMMARY OF ROOM USE DATA FOR USABLE CLASSROOMS

BYBUILDING . 0 . . 0 0 0 0 03 0000 00000 0 60 29

B-4 NUMBER AND PERCENT OF USABLE CLASSROOMS
OCCUPIED BY HOUR AND BY DAY 0 0 0 0 00 0 000 0 0 30

B-5 AREA AND STUDENT ACCOMMODATIONS OF USABLE
CLASS LABORATORIES BY BUILDING. 0 0 0 0 0 31

B-6 SUMMARY OF ROOM USE DATA FOR USABLE CLASS
LABORATORIES BY BUILDING0 0 0 . 0 0 00 0 , 32

B-7 NUMBER AND PERCENT OF USABLE CLASS LABORATORIES
OCCUPIED BY HOUR AND BY DAY . . 0 0 0 000 00 000 33

B-8 SUMMARY OF DATA FOR "OTHER ROOMS" ASSIGNED TO
GROUP-INSTRUCTIONAL USE IN REGULARLY SCHEDULED
CLASSES--BY BUILDING AND ROOM TYPE. . . 340

B-9 SUMMARY OF DATA FOR "OTHER ROOMS"--BY ROOM TYPE, . 0 . 35

B-10 NUMBER AND PERCENT OF "OTHER ROOMS" OCCUPIED BY
HOURAND BY DA' 0 0 00 0 0 0 0 0 36

SUMMARY OF ROOM USE DATA FOR ALL ROOM TYPES BY
INSTRUCTIONAL DEPARTMENT. so 0 0 . 0 0 0 37

NUMBER OF STUDENTS AND PERCENT OF TOTAL IN
REGULARLY SCHEDULED CLASSES--BY HOUR AND BY
DAY . a a e oat, a c5 0 O 0 0 . 38.

INDIVIDUAL REPORTS OF ROOM USE FOR GROUP
INSTRUCTION

E-1 Example of Classroom Report 0 0 0 0 0 0 ....... 39
E-2 Example of Class Laboratory Report. . .... 0 , 40

E-3 Example of "Other Room" Report0 3 0a000000 a 41
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TABLE PAGE

F-1 INVENTORY OF UNASSIGNED CLASSROOMS AND CLASS

LABORATORIES BY BUILDING AND ROOM TYPE 43

F-2 SUMMARY OF ROOM DATA FOR USABLE CLASSROOMS AND
USABLE CLASS LABORATORIES WHICH WERE UNASSIGNED . . . . 44

COURSES LISTED IN THE MASTER COURSE SCHEDULE BUT
NOT LISTED IN THE UTILIZATION TABLES 45

H-1 MASTER ROOM SCHEDULE 46

H-2 MASTER COURSE SCHEDULE 47
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STATEMENTS AND CORRESPONDING CODES RELATING TO CONDITIONS

UNDERLYING DISUSE OF CLASSROOMS AND CLASS LABORATORIES

Conditions Underlying_kAms.

42

(Brief Statement Code Used for
for Condition) Reporting Purposes

Group-instructional use would
pose a danger to occupants
(2.a. structurally unsafe;
is a fire hazard, etc.) (Unusable) 84

or

Group-instructional use is
prohibited by ongoing.or
impending construction
changea (Unusable) 84

Usable*--but not "assigned"
(Al_ . room is being temporarily
used for other purposes;
surplus group-instructional
room--not used for instructional (Usable but
purposes) unassigned)

*See definition of Usable and Unusable Classrooms and Class
Laboratories, p. 6.

85
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The room codes, classifications, and descriptions given in

Appendix I were drawn from a document entitled Higher Education

Facilities Classification and Inventory Procedures Manual. 1 The

list given in Appendix I is by no means complete; but it includes

descriptions of those facilities which are most frequently used

by regularly scheduled classes. In some instances the descriptions

have been modified in order to reduce the length of the listing.

The organizational units and subject field codes given in

Appendix II were also drawn from the Manual.
2

1Higher Education Facilities Classification and Inventory Procedures
Manual, U. S. Department of Health, Education, and Welfare, Office of
Education, 1968, pp. 53-61.

2
Ibid. p. 31.
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APPENDIX I

ROOM CODES, CLASSIFICATIONS AND DESCRIPTIONS

ROOM
CODE ROOM CLASSIFICATION AND DESCRIPTION

110 Classroom: A classroom is a facility used or intended for use by

regularly scheduled classes which do not require special-purpose

equipment for student use.

Included in the Classroom category are rooms generally referred

to as lecture rooms, lecture-demonstration rooms, seminar rooms,

and general purpose classrooms. A classroom may be equipped

with tablet arm chairs (fixed to the floor, joined together in

groups, or flexible in arrangement), tables and chairs (as in

a seminar room), or similar types of seating.

115 Classroom Service: A room which serves a classroom as an extension

of the activities of a classroom. Included in this category

are projection rooms, cloak rooms, preparation rooms, closets,

and storage if they serve a classroom.

210 Class Laboratory: A class laboratory is a facility used or intended

for use by regularly scheduled classes which require special-purpose

equipment for student participation, experimentation, observation,

or practice in a field of study. A class laboratory is furnished

with specialized equipment to serve the needs of a particular area

of study. The equipment in such a room normally precludes its use

for other areas of study.



ROOM

CODE

51

ROOM CLASSIFICATION AND DESCRIPTION (Coned.)

Included in the class laboratory category are rooms generally

referred to as teaching laboratories, instructional shops, typing

laboratories, drafting rooms, band rooms, choral rooms, (group)

music practice rooms, language laboratories, (group) studios,

and similar specially designed and/or equipped rooms, IF they

are used primarily for group instruction in regularly scheduled

classes.

215 Class Laboratory Service: A room which directly serves a Class

Laboratory as an extension of the activities of the Class Labora-

tory. Included in this category are balance rooms, cold rooms,

stock rooms, dark rooms, animal rooms, greenhouses, etc., which

serve a Class Laboratory.

220 Special Class Laboratory: A room used by informally (or irregu-

larly) scheduled classes which require special-purpose equipment

for student participation, experimentation, observation, or

practice in a field of study. Special Class Laboratories typi-

cally (but not necessarily or exclusively) include such rooms

as language laboratories, (group) music practice rooms, (group)

studios, etc.

230 Individual Study Laboratory: A room especially equipped and/or

designed for individual student experimentation, observation, or

practice in a particular field of study. Included in this cate-

gory are music practice rooms, individual study laboratories, and

similar rooms which serve a particular subject-matter area.
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250 Non-Class Laboratory: A room used for laboratory applications, re-

search, and/or methodology which requires special-purpose equipment

for staff and/or student. Included in this category are rooms

generally referred to as research laboratories and research labora-

tory:offices.

310 Office: A room used by faculty, staff, or students working at a desk

(or table). Included in this category are rooms generally referred

to as faculty offices, administrative offices, clerical offices,

teaching assistant offices, etc.

520 Athletic-Physical Education Facilities: A room (or area) used by

students, staff, or the public, for athletic activities. Included

in this category are rooms generally referred to as gymnasiums,

basketball courts, handball courts, squash courts, wrestling, rooms,

swimming pools, indoor tracks, indoor fields and fieldhouses.

535 Audio-Visual, Radio, TV Facilities: A room or group of rooms used

in the production and distribution of instructional media. This

category includes rooms generally referred to as TV studios, sound

studios, graphics studios, and similar rooms.

550 Demonstration Facilities: A room (or group of rooms) used to practice

the principles of certain subject-matter areas, particularly

teaching and home managemeLt. This category includes demonstration

schools, laboratory schools, 2a-school nurseries, etc., IF the

facilities support the training of the college level student in-

volved as (certified) teachers.
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610 Assembly Facilities: A room designed and equipped for dramatics,

musical, devotional, or livestock judging activities. This

category includes rooms generally referred to as theatres, audi-

toriums, concert halls, arenas, chapelsj and (livestock) ludging

pavilions. Assembly rooms are NOT primarily used for instruc-

tional purposes.

620 Exhibition Facilities: A room such as a museum, art gallery or

similar exhibition area. Study collections NOT primarily for

general exhibition such as departmental displays of anthropolo-

gical, botanical, or geological specimens should be classified

under an appropriate laboratory facility category.
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APPENDIX II

SUMMARY OF STANDARD CLASSIFICATION OF ORGANIZATIONAL UNITS & SUBJECT FIELDS

1000 DEPTS. OF INSTRUCTION & RESEARCH

1100 G2NERAL OR UNCLASSIFIED

1110 General

1120 Unclassified

1199 (Classrooms)

1200 LIFE SCIENCES
1210 Biological Sciences

1220 Agricultural Sci.

1230 Health Sciences
1231 Medicine

1232 Veterinary Med.

1233 Dentistry
1234 Nursing
1235 Pharmacy
1236 Public Health
1238 Other

1239 General

1299 General Life Sci.

1300 M.C.P.E. SCIENCES

1310 Mathematical Sci.

132n Computer Sciences

1330 Physical Sciences

1340 Engineering Sciences

1399 General MCPE Sci.

1400 BEHAVIORAL SCIENCES

1410 Psychology

1420 Social Sciences

1499 Gen. Behavioral Sci.

1500 HUMANITIES
1510 Fine Arts

1520 Letters

1599 General Humanities

1600 PROFESSIONS

1610 Admin. Professions
1620 Education

1630 Environmental Design

1640 Home Economics

1650 Law
1660 Social Work
1670 Theolou
1690 Other Professions

1699 General Professions

(Continued in next column)

1700 TECHNICAL-VOCATIONAL
1705 Agricultural

1710 Apparel

1715 Business

1720 Construction

1725 Engin'g & Indust'l

1730 Graphic Arts

1735 Health
1750 Public Service

1760 Transportation
1790 Other

1799 General

1800 PHYS. EDUC. & MIL. SCI,
1810 Physical Education

1820 Military Sciences

2000 ORGANIZED ACTIVITY UNITS

2100-2820: Same as 1 00-1820

3000 ORGANIZED RESEARCH UNITS

3100-3820: Same as 1100-1820

4000 PUBLIC SERVICE UNITS

4100-4820: Same as 1100-1820

5000 LIBRARY

6000 GEN. ADMIN. & INST'L SERVICES

7000 AUXILIARY SERVICES

8000 NON-INSTITUTIONAL AGENCIES

9000 UNASSIGNED

9081 Inactive

9082 Alteration or Conversion

9083 Unfinished
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APPENDIX III

TABLES SHOWING SELECTED AREA ALLOCATIONS

TABLE PAGE

E-4 EXAMPLE: Single Room Period--Multiple Course
Credit in One Department 56

E-5 EXAMPLE: Single Room Period--Multiple
Department Course Credit 57
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